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Organization: General Services Administration
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POSITION DESCRIPTION

PD Tracking Number 880Y146
Series, Title and Grade 1101   Project Manager   GS-121101   Project Manager   GS-12
Department Region 08 - Rocky Mountain Region
Introduction Statement
This is the excepted PD to PD# 880Y146.

This  position  description  is  designated  with  a  Cybersecurity  Data  Element  Code  000,000,000  updated
based  on  requirements  as  indicated  in  the  NICE  Cybersecurity  Workforce  Framework:  November  2,
2016.

The position is non-sensitive, Moderate Public Risk, Tier 2, requiring a SF-85 form.

This  position  description  is  designated  with  a  Cybersecurity  Data  Element  Code  000,000,000  updated
based  on  requirements  as  indicated  in  the  NICE  Cybersecurity  Workforce  Framework:  November  2,
2016.

Project Manager, GS-1101-12

Serves primarily as Project Manager and owner’s representative for GSA, responsible for overall project
management of multiple design and construction projects assigned, including, but not limited to, initiation,
planning,  design,  budgeting,  construction,  monitoring,  verification,  and  closeout  of  new  buildings  and
complexes as well as the renovation, repair, and alterations of existing ones.  Also supports other project
teams as a regional technical expert in all phases of the delivery of design and construction projects, as
well as any associated professional services.

The  incumbent  has  the  overall  life-cycle  project  management  responsibility  for  the  projects,  including
business management of the building projects from the preliminary initiation and planning stage through
the  design,  construction,  commissioning,  building  occupancy,  and  closeout  stages.  Assignments
encompass  broad  managerial  responsibilities  such  as  programming,  planning,  scoping,  estimating,
preparing  specifications,  organizing,  controlling,  coordinating,  reviewing,  monitoring,  verification  and
approving design, construction and related work. In this regard, the position's responsibility for the project
involves broad responsibility over the planning, design, cost control, and use of resources and efforts of
agency and construction contractor organizations.

Major Duties
Provides operational excellence by applying technical competencies and innovative solutions to plan and
deliver  projects  moderate  to  complex  in  scope  and/or  volume  using  guiding  principles  of  project
management  and  approved  processes,  templates,  and  systems  of  record  within  GSA.

Participates with key government agency personnel who are responsible for defining the goals and scope
of projects.  Develops a formal project management plan for accomplishing such goals. 

Develops scopes of work, schedules and cost estimates for full range of professional services to include
construction  firms,  consultants,  and  architecture  and  engineering  (A/E)  firms.  Assists  in  negotiating
contracts with A/E firms, construction firms, and consultants to manage the overall planning and design
phase of projects.  Prepares schedules for complete projects, implementing a system for review, control,
and reporting on project status. 

Acts  as  authorized  representative  of  the  Contracting  Officer  during  design  or  construction  when
appointed. Monitors contractor performance for compliance with contract requirements.  Investigates the
need for changes and prepares and/or coordinates preparation of contract change order documents and
cost estimates for use by the Contracting Officer.

Prepares and/or reviews cost estimates, specifications, drawings for construction and alteration projects
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which  may  include,  but  are  not  limited  to;  Initial  Space  Alterations  (ISA)  for  tenant  agencies,  tenant
improvements,  building  repairs  and  alterations,  lease  projects,  roof  repairs,  mechanical  systems
modifications, removal of asbestos and other hazardous materials, maintenance and repair of roads and
parking  lots,  structural  repairs,  and  replacement  of  major  building  components  across  all  construction
disciplines. 

Negotiates contract  specifications and design changes with  organizational  elements of  the agency and
construction  contractors.  Participates  in  review  of  bids,  contractor's  negotiations  and  technical  and
business  discussions  with  contractors.  Monitors  and  assesses  effectiveness  of  contractors  in  meeting
contractual  requirements. 

Incumbent  reviews  and  interprets  contract  specifications  for  all  phases  of  the  project.   Determines  the
need  for  and  manages  any  necessary  statements  of  work,  designs,  drawings  and  specifications  to
resolve discrepancies and problems.  Provides quality assurance on behalf of GSA during project.  May
act  as the "on-site"  construction manager or  project  inspector  for  projects  or  implement  and manage a
contract  to  perform the day-to-day construction management  duties. 

Monitors project reviews, readjusting funds, schedules, and work for completing project, responsible for
keeping project on budget and on schedule. Resolves complex problems or conflicts impeding progress,
assuring  that  contractor  and  agency  staffs  work  effectively  toward  timely  completion  of  projects.   Must
balance  revenue,  expenses,  and  customer  satisfaction. 

Ensures  customer  intimacy  by  championing  customer  expectations  and  in  doing  do,  delivering  in
accordance with GSA, PBS, and Regional guiding principles.  Proactively seeks continuous improvement
of services.  Communicates with internal and external customers to optimize relationships, achieve win-
win outcomes and be regarded as a customer advocate.

Provides  organizational  accountability  by  demonstrating  organizational  commitment  through  sound
knowledge and practice of GSA, PBS, and Regional mission, vision, goals, and performance measures. 
Practices sound stewardship with GSA resources and contributes to a positive organizational culture.

Maintains individual  accountability  through effective relationships and instills  loyalty  and trust  with GSA
colleagues.  Takes  ownership  of  career.  Internal  and  external  communications  are  organized,  clear,
concise,  accurate,  and  proactive.  Promotes  an  innovative  culture  and  epitomizes  GSA  core  values. 
Contributes to PBS success region-wide by seeking individual opportunities for growth and development.

Factor Levels
KNOWLEDGE REQUIRED BY THE POSITION: FL 1-7   1250 points

Knowledge  of  Project  Management,  Architecture,  Construction,  and  Engineering  concepts,  principles,
and  practices  sufficient  to  permit  the  incumbent  to  serve  as  the  Project  Manager  concerned  with  the
repair,  alteration,  preservation,  restoration,  rehabilitation,  and/or  new  construction  of  various  building
projects from the preliminary planning stage through the design, construction, and commissioning stages
to the point of occupancy.  Knowledge and skills sufficient to read and interpret plans and specifications,
interpret  consultation  practices  and  procedures,  provide  quality  assurance  or  required  inspection  for
materials, workmanship and installation of various systems, as wells as monitor and advise on safety and
environmental practices. 

Knowledge of interpersonal skills necessary to build,  lead, and maintain a diverse team through a long
and  complex  process,  resulting  in  all  team  members  and  stakeholders  participating  efficiently  and
effectively  to  achieve  the  common  goal  of  completing  a  successful  project. 

Knowledge and skill sufficient to direct the application of the latest developments in building design and
construction in solving problems not readily treated by accepted methods. 
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Knowledge of and skill in applying highly specialized and complex concepts and procedures inherent in
or  associated  with  project  management,  financial  management,  and  procurement  to  achieve  project
goals  and  objectives. 

Incumbent  must  be  familiar  with  the  use  of  computers  and  able  to  work  within  the  Windows operating
system with  proficiency  in  Microsoft  Office  applications.

SUPERVISORY CONTROLS:   FL 2-4  450 points

The Program Manager and/or Team Lead will assign specific projects to the incumbent. The incumbent
provides management expertise for the scope, target completion date, and funding. He/she plans for and
carries out projects independently with authority to act on own initiative on matters affecting the project.
The  incumbent  is  responsible  for  the  accuracy  of  plans,  deviation  from  agency  policies,  schedule
changes  (if  specified),  and  changes  or  actions  that  degrade  the  objective  performance  or  alter
operational  characteristics  of  the  projects.  The  incumbent  keeps  the  supervisor  informed  of  progress,
potentially  controversial  matters,  or  issues  with  far-reaching  implications.  Completed  work  is  reviewed
from  an  overall  standpoint  in  terms  of  effectiveness  in  meeting  requirements.  The  incumbent  is
responsible  for  the  documentation  in  accordance  with  established  guidelines,  rules,  and  regulations  to
assure  accurate  accounting. 

GUIDELINES: FL 3-4  450 points

Guidelines include agency regulations and policy and such standard material as technical manuals and
literature,  textbooks,  agency  planning  criteria,  and  established  practices.  Due  to  the  complex  and
sensitive  nature  of  the  projects,  the  incumbent  must  readily  adapt,  extend,  or  develop  supplementary
material  due,  for  example,  to  environmental  or  ecological  conditions  or  individual  characteristics  of
different  locations  or  types  of  buildings. 

COMPLEXITY:   FL 4-4  225 points

Assignments  involve  overall  responsibility  for  the  management  of  multiple  and  varied  building  projects.
Designated  projects  typically  involve  routine  negotiations  or  coordination  concerning  technical,
socioeconomic, administrative, or other aspects, e.g., compromises between a theoretically ideal method
and a more economical  but technically less satisfactory one; unfavorable local  conditions that preclude
use of standard methods or practices; economic, social,  or ecological benefits that could be derived as
compared  with  estimated  costs  involved.   Overall,  projects  typically  involve  dollar  amounts  under  $2
million, last approximately 6 months to 2 years, and require significant coordination with the client agency
and operations staffs in the buildings. The incumbent's actions constitute initial  and, in many instances,
the  final  agency  recommendation  or  decision  concerning  the  adequacy  and  cost  effectiveness  of  the
projects design and construction.  The incumbent must provide overall administrative and coordination of
a project team consisting of various GSA and client agency members. 

SCOPE AND EFFECT:   FL 5-4  225 points

The  purpose  of  the  position  is  to  provide  overall  business  and  project  management  necessary  to
organize,  control,  coordinate,  review,  and  approve  the  actions  inherent  in  the  planning,  design,  and
construction  of  various  projects  on  public  buildings  in  the  Rocky  Mountain  Region.  Such  projects  may
constitute  more  complex  renovation/alteration  projects  within  the  region's  Repair  and  Alterations
construction  program.  The  incumbent  anticipates  and  initiates  action  on  administrative,  technical,  and
socioeconomic problems which are considered critical, i.e., if they are not identified in their early stages,
they are likely to lead to serious consequences in the form of unnecessary delays and increased costs.
The incumbent's actions affect the work of other subject matter specialists within and outside the agency
and  impact  on  matters  relating  to  safety,  methods,  materials,  progress,  and  costs.   Impact  of  building
design,  construction,  repair  and  renovation  involve  sensitive  political  and  economic  issues. 

PERSONAL CONTACTS AND PURPOSE OF CONTACTS:  FL 3c  180 points 
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Personal  contacts  are  made  with  architectural  and  engineering  personnel  and  other  subject  matter
specialists from agency headquarters and regional offices and private industry such as architect-engineer
firms and construction  contractors,  and key  officials  and professionals  of  client  agencies.  Contacts  are
also made with Local, State and Federal officials interested in the projects. The purpose of contacts is to
plan,  direct,  and  control  actions  of  others  involved  or  to  be  involved  in  any  one  or  more  aspects  of  a
designated project.  The purpose is also to defend decisions on building design, construction, timetables,
and  contractor  work  performance.  The  work  requires  an  active  and  leading  role  in  conferences,
meetings,  and  negotiations  on  problems  and  issues  of  considerable  consequence  or  importance
involving  varying  viewpoints,  goals,  and  objectives. 

PHYSICAL DEMANDS:   FL 8-1  5 points

The  work  is  primarily  sedentary,  although  there  may  be  some  walking  or  bending  involved  during
construction  site  visits. 

WORK ENVIRONMENT:   FL 9-1  5 points

The work is usually performed in an office setting except for any necessary travel to attend meetings and
conferences  or  conduct  on-site  inspections.    The  frequency  of  travel  required  of  the  incumbent  to  the
project  site  is  determined  by  the  requirements  of  the  project.  Appropriate  safety  equipment  (e.g.,  hard
hat,  and  safety  shoes)  will  be  worn  during  on-site  inspections.

Position Classification Standards Used
OPM Handbook of Occupational Groups and Families, GS-1101 Series Definition, 1101, December 2018
Admin Analysis Grade Eval Guide  dtd 8/90
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JOB ANALYSIS WORKSHEET 
 

Position (Title, Series, Grade): Project Manager, GS-1101-12           PD Number: 880Y146      
 
Vacancy Number: 22PBSA599KEMP/22PBSA600SHDE      
 
Sources used (check those that apply):   ☒  PD     ☒  SME     ☐  OPM     ☒  “Q” Library 
 
Subject Matter Expert Signature/ID: __________________________________________________  Date:         
 
HR Specialist Signature/ID _________________________________________________________  Date:        
 

 Task Ratings   
Major Tasks/Job Duties % 

Time 
Priority  

(Low, Med, 
High) 

Measurable KSA’s/ 
Competencies Required  

to Perform Task * 

Related 
Question IDs 

(or New Q#__, if 
attaching new 

question text below) 
1. The incumbent has the overall life-cycle 
project management responsibility for the 
projects, including business management 
of the building projects from the 
preliminary initiation and planning stage 
through the design, construction, 
commissioning, building occupancy, and 
closeout stages. Assignments encompass 
broad managerial responsibilities such as 
programming, planning, scoping, 
estimating, preparing specifications, 
organizing, controlling, coordinating, 
reviewing, monitoring, verification and 
approving design, construction and related 
work. In this regard, the position's 
responsibility for the project involves broad 
responsibility over the planning, design, 
cost control, and use of resources and 

25 High Knowledge of and skill in applying highly 
specialized and complex concepts and 
procedures inherent in or associated with 
project management, financial management, 
and procurement to achieve project goals and 
objectives. 

30827, 30860, 
32334, 37258 
(LA) 
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efforts of agency and construction 
contractor organizations. 
2. Prepares and/or reviews cost estimates, 
specifications, drawings for construction 
and alteration projects which may include, 
but are not limited to; Initial Space 
Alterations (ISA) for tenant agencies, 
tenant improvements, building repairs and 
alterations, lease projects, roof repairs, 
mechanical systems modifications, 
removal of asbestos and other hazardous 
materials, maintenance and repair of 
roads and parking lots, structural repairs, 
and replacement of major building 
components across all construction 
disciplines. Provides quality assurance on 
behalf of GSA during project. May act as 
the 
"on-site" construction manager or project 
inspector for projects or implement and 
manage a contract to perform the day-to-
day construction management duties. 

   20  High Knowledge and skills sufficient to read and 
interpret plans and specifications, interpret 
consultation practices and procedures, provide 
quality assurance or required inspection for 
materials, workmanship and installation of 
various systems, as wells as monitor and 
advise on safety and environmental practices. 

33851,95913, 
32307 

3. Develops scopes of work, schedules 
and cost estimates for full range of 
professional services to include 
construction firms, consultants, and 
architecture and engineering (A/E) firms. 
Assists in negotiating contracts with A/E 
firms, construction firms, and consultants 
to manage the overall planning and design 
phase of projects. Prepares schedules for 
complete projects, implementing a system 
for review, control, and reporting on 
project status. 

  20   Medium Knowledge of Project Management, 
Architecture, Construction, and Engineering 
concepts, principles, and practices sufficient to 
permit the incumbent to serve as the Project 
Manager concerned with the repair, alteration, 
preservation, restoration, rehabilitation, and/or 
new construction of various building projects 
from the preliminary planning stage through 
the design, construction, and commissioning 
stages to the point of occupancy. 

87419, 9240 

4. Acts as authorized representative of the 
Contracting Officer during design or 

  20   High Knowledge of interpersonal skills necessary to 
build, lead, and maintain a diverse team 

87836, 81911, 
31542 
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construction when appointed. Monitors 
contractor performance for compliance 
with contract requirements. Investigates 
the need for changes and prepares and/or 
coordinates preparation of contract 
change order documents and cost 
estimates for use by the Contracting 
Officer. 

through a long and complex process, resulting 
in all team members and stakeholders 
participating efficiently and effectively to 
achieve the common goal of completing a 
successful project. 

5. Monitors project reviews, readjusting 
funds, schedules, and work for completing 
project, responsible for keeping project on 
budget and on schedule. Resolves 
complex problems or conflicts impeding 
progress, assuring that contractor and 
agency staffs work effectively toward 
timely completion of projects. Must 
balance revenue, expenses, and customer 
satisfaction.  

   15  Medium Knowledge and skill sufficient to direct the 
application of the latest developments in 
building design and construction in solving 
problems not readily treated by accepted 
methods. 
  

85968, 12403, 
93570 

 
 

                

 
*Only KSA/Competencies that are required at entry and are ratable should be entered.  Those that can be learned on the job in a 
reasonable amount of time (90 days or less) are not normally needed upon entry and should not be included.  KSA/Competencies that are 
ratable through appropriate assessment questions and can be validated by a review of positions held, level of responsibility; 
accomplishments, job-related education, etc. should be listed.  KSA/Competencies such as dependability, reliability, judgment, etc. 
(commonly referred to as soft skills) should not be listed unless a behavioral assessment has been validated and approved.     
 
 
Related Questions (Note: Be sure to include full text of any new questions to be added to the library):  Specialized Experience: 
1101AK-12 [37256] Specialized experience is experience that demonstrates the ability to perform project management on construction 
and/or repair and alteration projects; knowledge of resource allocation models required to develop cost and personnel budgets; 
knowledge of procurement practices and techniques; ability to accomplish work through others and to maintain cooperative work 
relationships; skill in negotiation techniques to conduct contract negotiations; and knowledge of contract administration. 
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Applicant Assessment Questions (weighted):  
 
[30827] I have performed the following project management functions, either independently or under direct supervision, in association with 
construction/alteration/repair projects: 
1. Applied comprehensive knowledge of construction project management for new construction or alterations in commercial buildings 
(facilities). 
2. Developed construction/alteration contract project schedules following the Critical Path Method (CPM). 
3. Monitored and tracked contractor performance against project schedules and project timelines to ensure projects meet schedule. 
4. Monitored contractor performance for quality of work and compliance with project specifications, drawings, law, regulation, codes and 
industry standards. 
5. Managed construction/alteration projects involving general contractors and multiple general trades (sub contractors). 
6. Monitored and tracked project funding sources and expenditures to ensure solvency. 
7. Recommended progress payments against work completed based on CPM and predetermined schedule of values for percent of 
completed work. 
8. Performed project management functions or project oversight on multiple projects simultaneously. 
9. Developed project schedules following CPM method using computer programs such as: Microsoft Project Manager, Primavera, and 
Microsoft Excel spreadsheet software applications. 
10. None of the above 
 
[30860] Have you maintained effective control of a project to ensure its continuity and completion within defined constraints of schedule, 
budget and quality? 
1. Yes 
2. No 
 
[32334] I have experience developing scope of work and/or specifications for small construction projects for the following size space 
renovations of existing buildings (which included such elements as rough carpentry, electrical, voice and data cabling, mechanical and 
finishes): 
1. Small space renovations (5,000 sq. ft. or less). 
2. Small space renovations (5,001 - 20,000 sq. ft.). 
3. Medium space renovations (20,001 -- 50.000 sq. ft). 
4. Large space renovations (50,001 -100,000 sq. ft.). 
5. None of the above. 
 
[33851] Choose the response that best describes your experience in providing technical support (i.e., construction inspection, oversight, 
coordination) for building renovations, from minor repairs to new construction for large office buildings. 
1. I have not had experience or training performing this task. 
2. I have had education or training in this task, but have not yet performed it on the job. 
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3. I have performed similar or directly related tasks and my experience or training has equipped me to perform these functions 
successfully 
4. I have independently provided technical support (i.e., construction inspection, oversight, coordination) for building renovations, from 
minor repairs to new construction for large office buildings. Only in unique or unusual situations did I require assistance or review by a 
supervisor or senior employee. 
5. I have assisted a senior staff member in providing technical support (i.e., construction inspection, oversight, coordination) for building 
renovations, from minor repairs to new construction for large office buildings. 
6. I am highly skilled at providing technical support (i.e., construction inspection, oversight, coordination) for building renovations, from 
minor repairs to new construction for large office buildings. I have performed this task routinely and have conducted training in this area. 
 
[95913] Do you have experience interpreting technical plans and specifications in order to compute construction costs, negotiate changes, 
and monitor compliance with requirements? 
1. Yes 
2. No 
 
[32307] Which of the following best describes your experience preparing detailed cost estimates for construction/alteration/repair projects 
for commercial properties using industry standard cost estimating techniques? 
1. I have not performed this function. 
2. I have assisted a senior level staff member in preparing detailed cost estimates for construction/alteration/repair projects for commercial 
properties using industry standard cost estimating techniques. 
3. I have completed formal education or training in performing this task but have not yet performed it on the job. 
4. I have independently prepared detailed cost estimates for construction/alteration/repair projects for commercial properties using 
industry standard cost estimating techniques. My estimates have been accurate and within 10% of contractors` submitted bid proposals. 
5. I have performed similar or directly related job functions and my experience and training have prepared me to perform these functions 
successfully. 
6. I am highly skilled at preparing detailed cost estimates for construction/alteration/repair projects for commercial properties using 
industry standard cost estimating techniques. My estimates have been accurate and within 10% of contractors` submitted bid proposals. I 
have performed this task routinely and have conducted training in this area. 
 
[87419] Please indicate your experience in the design phase of a project to include conceptual design development, production of working 
drawings, and writing of contract specifications on a commercial project. 
1. I have experience on projects up to 10,000 square feet. 
2. I have experience on projects in excess of 10,000 square feet but not more than 25,000 square feet. 
3. I have experience on projects in excess of 25,000 square feet but not more than 60,000 square feet. 
4. I have experience on projects in excess of 60,000 square feet but not more than 100,000 square feet. 
5. I have experience on projects in excess of 100,000 square feet. 
6. None of the above 
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[9240] Formulates or develops the scope of work and provides estimates. 
1. I have not had education, training, or experience in performing this task. 
2. I have had education or training in performing this task, but have not yet performed it on the job. 
3. I have performed this task on the job, but with close review and assistance from either a supervisor or a senior employee. 
4. I have performed this task as a regular part of a job and only in unique or unusual situations did I require assistance or review by a 
supervisor or a senior employee. 
5. Others regularly consult me for my expertise and assistance in performing this task or I have trained or instructed others so that they 
can perform this task. 
 
[87836] Please select the statement that best describes your experience communicating effectively, orally and in writing, exercising tact 
and diplomacy. 
1. I have experience communicating effectively, orally and in writing, exercising tact and diplomacy. My work was reviewed for accuracy 
and completeness by a team leader/supervisor. 
2. I have experience independently communicating effectively, orally and in writing, exercising tact and diplomacy. My work was accepted 
with limited review. 
3. I have served as a designated expert for communicating effectively, orally and in writing, exercising tact and diplomacy. 
4. None of the above. 
 
[81911] Have you personally led, chaired or facilitated meetings or briefings designed to convey technical information and resolve 
complex issues/problems? 
1. Yes 
2. No 
 
[31542] Do you have experience managing other design professionals or contractors in the production and administration of contract 
documents for office buildings? 
1. Yes 
2. No 
 
[85968] Which of the following describes your experience leading and communicating with a project team? 
1. I have lead teams in developing major projects. 
2. I have provided feedback to team members, peers and others. 
3. I have demonstrated experience influencing others and negotiating through open communication, consideration of others ideas and 
flexibility. 
4. I have taken an expressed interest in the success of team members, peers, partners, and organization. 
5. I have discussed accountability with project teams and held members accountable for team performance and results through project 
close-out. 
6. I have communicated with team to ensure they knew when issues/problems must be escalated. 
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7. I have assigned tasks to project teams, providing clear expectations, clearly understood performance standards or metrics (project 
schedule, delivery approach, budget, customer satisfaction, etc.) and application of agency/organizational values. 
8. I have regularly checked in with team to gauge progress, identify emerging issues, and offer support where needed. 
9. I have initiated collaborative resolution of issues when necessary, by bringing supervisors of team members together. 
10. I have ensured that individual participation on matrix teams is given priority and balanced against other competing priorities and 
workload. 
11. None of the above. 
 
[12403] Coordinate and resolve engineering or architecture problems among persons having differing goals, objectives, or viewpoints. 
1. I have not had education, training, or experience in performing this task. 
2. I have had education or training in performing this task, but have not yet performed it on the job. 
3. I have performed this task on the job, but with close review and assistance from either a supervisor or a senior employee. 
4. I have performed this task as a regular part of a job and only in unique or unusual situations did I require assistance or review by a 
supervisor or a senior employee. 
5. Others regularly consult me for my expertise and assistance in performing this task or I have trained or instructed others so that they 
can perform this task. 
 
[93570] Have you represented your area of expertise through updates, status reports, or other communication methods as a part of a 
larger effort, initiative, or project team? 
1. Yes 
2. No 
 
[38233] I have a working technical knowledge of, or experience working in, the following areas: 
1. Architectural design 
2. Structural design 
3. Fire and life safety 
4. HVAC and mechanical systems 
5. Electrical systems 
6. Environmental projects 
7. Historic preservation projects 
8. Tenant relocation 
9. Handicap accessibility 
10. None of the above 
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Long Answer Questions: 
[37258] Please describe your most significant work as a project manager. Please indicate any formal recognition you received for 
performing your assignments exceptionally well. Limit your response to 4,000 characters which is approximately one typewritten page in 
length. 
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JOB ANALYSIS INSTRUCTIONS - QUICK REFERENCE  
 

Complete the fields at the top of the Job Analysis Form by entering the requested information for the position, including title, series, grade, 
and position description (PD) number.  Select the sources used in the job analysis, and complete the various columns in the table, using 
the guidance/descriptions below.   Ensure that both the SME and HR Specialist performing the job analysis sign and date the form once 
the analysis is complete. 
   

 
Major Tasks/Job Duties - List the four or five major duties of the position that are critical to job performance – these tasks should be 
taken directly from the PD, and create the questions using the same terminology from the task statements to reflect the direct linkages 
between the JA and PD.  List the major duties in this column in detail to explain the function of the job.  The information in this column will 
be used to develop the duty statement in the vacancy announcement to explain to the applicants what the job will entail.  If the HR 
Consultant or manager believes that there is a duty not listed in the PD, that should be included, then he or she should talk to the classifier 
to have that duty added to the PD. 
 
% Time -  Estimate the percentage of time spent on each duty.  The total of all of the percentages should equal 100%.  This column will 
help us to determine where the focus of vacancy assessment questions should be.  For instance, we would want to have more vacancy 
assessment questions for a duty that takes up 30% of the incumbent’s time versus a duty that takes up 10%. 
 
Priority (Low, Med, High) - Identify the priority of each duty with Low, Medium, or High. 
 
Measurable KSA’s/Competencies Required to Perform Task – List the Knowledge, Skills and Abilities (KSAs) related to each of the 
duties listed.  You can list more than one KSA in relation to a Major Task/Job Duty, but be sure that you include only those KSAs that are 
required at entry and ratable via the rating instrument that will be used.  These should be taken directly from the PD and it is probably best 
if they are taken word for word to show direct linkage between the JA and PD.  This column is used to help us determine the types of 
questions to ask in the vacancy assessment questionnaire.  If you believe it is important to include a KSA that is not evident from the 
existing  PD, you should first talk to the classifier to revise the PD  to include the duty that would require that KSA. 
 
Related Question IDs – This column is used to identify the specific Hiring Management question ID numbers that correspond to each 
duty.  If any new questions are to be added, please notate each as NEW Q#__, and enter the question text in the ‘Related Questions’ 
space on the following page.  Once questions have been added to Hiring Management, the system-assigned question ID number must be 
added to the JA form.  Once the draft vacancy announcement is  complete, it will be sent to the Selecting Official for review, along with the 
questions and weights assigned.    
 



Strategic Conversation 

(b) (6)



(b) (6)



  
 

(b) (6)






